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OPM Training Center 

Course Catalog Quick Reference 

Course Course Description 
Link to Online 

Course 
Registration 

Link to Online 
Certification 

Link to 
Instructor Led 
Registration 

Link to 
Support 
Material 

7 Habits for 
Managers 

The 7 Habits for Managers 
equips team leaders to 
effectively lead a team of 
people, by first focusing on 
who a manager IS, then what 
a manager DOES.  Its 
uniqueness is the lens of the 7 
Habits framework - and the 
way it applies new mindsets, 
skills, and useful tools towards 
becoming a credible team 
leader who can consistently 
deliver results. 

    

AASIS 
Navigation 

Basics 

The purpose of this course is 
to discuss the key components 
of the variant tool available in 
most AASIS reports. Users will 
learn to create, modify and 
delete variants while 
maximizing their time and 
efficiency in AASIS. 

Click Here Click Here Click Here Click Here 

AASIS 
Reporting 

Basics 

The purpose of this course is 
to discuss the key components 
of AASIS reports and standard 
tools available to customize 
your reports. 

Click Here 
Attached to 

Course 
Click Here Click Here 

AASIS 
Reporting - 

Working with 
Variants 

eLearning 

The purpose of this course is 
to discuss the key components 
of the variant tool available in 
most AASIS reports. Users will 
learn to create, modify and 
delete variants while 
maximizing their time and 
efficiency in AASIS. 

Click Here 
Attached to 

Course 
N/A Click Here 

Accounts 
Receivable  

Part 1 

Accounts Receivable Part 1 
course, shows you how to 
enter, edit, and display 
customer invoices, display 
customer accounts, and view 
related accounting documents. 

Click Here Click Here N/A Click Here 

Accounts 
Receivable  

Part 2 

Accounts Receivable Part 2 
course shows you how to print 
customer invoices, display and 
clear customer account line 
items, reverse a posted 
document and create 
customer account statements. 

Click Here Click Here N/A Click Here 

https://www.ez.arkansas.gov/sap(bD1lbiZjPTEwMCZkPW1pbiZwPTMyNjMxJnY9Ny40MCZpPTE=)/bc/bsp/sap/hcm_learning/leso.htm?plvar=01&otype=D&objid=22156096&CORE=%2fsap%28bD1lbiZjPTEwMCZkPW1pbiZwPTMyNjMxJnY9Ny40MCZpPTE%3d%29%2fbc%2fbsp%2fsap%2fzhcm_learning%2ftrainingtype.htm&SESSION_TOKEN=9JI7-8j-AFuq_qkSPU9Rzw==
https://www.ez.arkansas.gov/sap(bD1lbiZjPTEwMCZkPW1pbiZwPTMyNjMxJnY9Ny40MCZpPTE=)/bc/bsp/sap/hcm_learning/leso.htm?plvar=01&otype=D&objid=22156098&CORE=%2fsap%28bD1lbiZjPTEwMCZkPW1pbiZwPTMyNjMxJnY9Ny40MCZpPTE%3d%29%2fbc%2fbsp%2fsap%2fzhcm_learning%2ftrainingtype.htm&SESSION_TOKEN=9JI7-8j-AFuq_qkSPU9Rzw==
https://www.ez.arkansas.gov/sap(bD1lbiZjPTEwMCZkPW1pbiZwPTMyNjMxJnY9Ny40MCZpPTE=)/bc/bsp/sap/hcm_learning/leso.htm?plvar=01&otype=D&objid=22163195&CORE=%2fsap%28bD1lbiZjPTEwMCZkPW1pbiZwPTMyNjMxJnY9Ny40MCZpPTE%3d%29%2fbc%2fbsp%2fsap%2fzhcm_learning%2ftrainingtype.htm&SESSION_TOKEN=9JI7-8j-AFuq_qkSPU9Rzw==
http://rwdprd.dfa.arkansas.gov/gm/folder-1.11.14708
https://www.ez.arkansas.gov/sap(bD1lbiZjPTEwMCZkPW1pbiZwPTMyNjMxJnY9Ny40MCZpPTE=)/bc/bsp/sap/hcm_learning/leso.htm?plvar=01&otype=D&objid=22162352&CORE=%2fsap%28bD1lbiZjPTEwMCZkPW1pbiZwPTMyNjMxJnY9Ny40MCZpPTE%3d%29%2fbc%2fbsp%2fsap%2fzhcm_learning%2ftrainingtype.htm&SESSION_TOKEN=9JI7-8j-AFuq_qkSPU9Rzw==
https://www.ez.arkansas.gov/sap(bD1lbiZjPTEwMCZkPW1pbiZwPTMyNjMxJnY9Ny40MCZpPTE=)/bc/bsp/sap/hcm_learning/leso.htm?plvar=01&otype=D&objid=22163720&CORE=%2fsap%28bD1lbiZjPTEwMCZkPW1pbiZwPTMyNjMxJnY9Ny40MCZpPTE%3d%29%2fbc%2fbsp%2fsap%2fzhcm_learning%2ftrainingtype.htm&SESSION_TOKEN=GGA4m5PMc5lTJ926dDipbQ==
http://rwdprd.dfa.arkansas.gov/gm/folder-1.11.14413
https://www.ez.arkansas.gov/sap(bD1lbiZjPTEwMCZkPW1pbiZwPTMyNjMxJnY9Ny40MCZpPTE=)/bc/bsp/sap/hcm_learning/leso.htm?plvar=01&otype=D&objid=22163197&CORE=%2fsap%28bD1lbiZjPTEwMCZkPW1pbiZwPTMyNjMxJnY9Ny40MCZpPTE%3d%29%2fbc%2fbsp%2fsap%2fzhcm_learning%2ftrainingtype.htm&SESSION_TOKEN=9JI7-8j-AFuq_qkSPU9Rzw==
http://rwdprd.dfa.arkansas.gov/gm/folder-1.11.14180?originalContext=1.11.14413
https://www.ez.arkansas.gov/sap(bD1lbiZjPTEwMCZkPW1pbiZwPTMyNjMxJnY9Ny40MCZpPTE=)/bc/bsp/sap/hcm_learning/leso.htm?plvar=01&otype=D&objid=22156346&CORE=%2fsap%28bD1lbiZjPTEwMCZkPW1pbiZwPTMyNjMxJnY9Ny40MCZpPTE%3d%29%2fbc%2fbsp%2fsap%2fzhcm_learning%2ftrainingtype.htm&SESSION_TOKEN=9JI7-8j-AFuq_qkSPU9Rzw==
https://www.ez.arkansas.gov/sap(bD1lbiZjPTEwMCZkPW1pbiZwPTMyNjMxJnY9Ny40MCZpPTE=)/bc/bsp/sap/hcm_learning/leso.htm?plvar=01&otype=D&objid=22156350&CORE=%2fsap%28bD1lbiZjPTEwMCZkPW1pbiZwPTMyNjMxJnY9Ny40MCZpPTE%3d%29%2fbc%2fbsp%2fsap%2fzhcm_learning%2ftrainingtype.htm&SESSION_TOKEN=9JI7-8j-AFuq_qkSPU9Rzw==
http://rwdprd.dfa.arkansas.gov/gm/folder-1.11.2528
https://www.ez.arkansas.gov/sap(bD1lbiZjPTEwMCZkPW1pbiZwPTMyNjMxJnY9Ny40MCZpPTE=)/bc/bsp/sap/hcm_learning/leso.htm?plvar=01&otype=D&objid=22156347&CORE=%2fsap%28bD1lbiZjPTEwMCZkPW1pbiZwPTMyNjMxJnY9Ny40MCZpPTE%3d%29%2fbc%2fbsp%2fsap%2fzhcm_learning%2ftrainingtype.htm&SESSION_TOKEN=9JI7-8j-AFuq_qkSPU9Rzw==
https://www.ez.arkansas.gov/sap(bD1lbiZjPTEwMCZkPW1pbiZwPTMyNjMxJnY9Ny40MCZpPTE=)/bc/bsp/sap/hcm_learning/leso.htm?plvar=01&otype=D&objid=22156351&CORE=%2fsap%28bD1lbiZjPTEwMCZkPW1pbiZwPTMyNjMxJnY9Ny40MCZpPTE%3d%29%2fbc%2fbsp%2fsap%2fzhcm_learning%2ftrainingtype.htm&SESSION_TOKEN=9JI7-8j-AFuq_qkSPU9Rzw==
http://rwdprd.dfa.arkansas.gov/gm/folder-1.11.2528
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OPM Training Center 

Course Catalog Quick Reference 

Course Course Description 
Link to Online 

Course 
Registration 

Link to Online 
Certification 

Link to 
Instructor Led 
Registration 

Link to 
Support 
Material 

Accounts 
Receivable  

Part 3 

Accounts Receivable Part 3 
course, you will learn to park, 
change, post, and view 
customer credit memos. 

Click Here Click Here N/A Click Here 

Accounts 
Receivable 
Reporting 

This course explains the 
selection and viewing of three 
AASIS Accounts Receivable 
reports: FBL5N - Customer 
Account Line Items; ZCEV – 
Customer Account Evaluation; 
and ZFIN - G/L Report with 
Customer Data. 

Click Here Click Here N/A Click Here 

Arkansas 
Government 

Structure 

Arkansas Government 
Structure covers the 
information that every 
Arkansas public servant 
should know about state 
government: how Arkansas 
government is arranged; the 
legislative process; how 
agency regulations are made; 
appropriations and funding; 
position classification; leave 
and holidays; the Freedom of 
Information Act; state travel 
and vehicles; performance 
evaluations and merit pay; 
ethics; and leadership. 

N/A N/A Click Here Click Here 

Arkansas Public 
Employees 
Retirement 
(APERS) 

It will aid in generating various 
reports, calculations, and 
validations in order to research 
and process employee's 
eligibility within the retirement 
system. 

N/A N/A Click Here Click Here 

ARState Jobs 
eLearning 

This course is intended for 
state employees that are 
responsible for using the 
ARState Jobs Website. In this 
course, you will learn 
procedures and steps you 
need to follow when 
processing an applicant 
through the hiring process. 

Click Here 
Attached to 

Course 
N/A Click Here 

https://www.ez.arkansas.gov/sap(bD1lbiZjPTEwMCZkPW1pbiZwPTMyNjMxJnY9Ny40MCZpPTE=)/bc/bsp/sap/hcm_learning/leso.htm?plvar=01&otype=D&objid=22156348&CORE=%2fsap%28bD1lbiZjPTEwMCZkPW1pbiZwPTMyNjMxJnY9Ny40MCZpPTE%3d%29%2fbc%2fbsp%2fsap%2fzhcm_learning%2ftrainingtype.htm&SESSION_TOKEN=9JI7-8j-AFuq_qkSPU9Rzw==
https://www.ez.arkansas.gov/sap(bD1lbiZjPTEwMCZkPW1pbiZwPTMyNjMxJnY9Ny40MCZpPTE=)/bc/bsp/sap/hcm_learning/leso.htm?plvar=01&otype=D&objid=22156352&CORE=%2fsap%28bD1lbiZjPTEwMCZkPW1pbiZwPTMyNjMxJnY9Ny40MCZpPTE%3d%29%2fbc%2fbsp%2fsap%2fzhcm_learning%2ftrainingtype.htm&SESSION_TOKEN=9JI7-8j-AFuq_qkSPU9Rzw==
http://rwdprd.dfa.arkansas.gov/gm/folder-1.11.2528
https://www.ez.arkansas.gov/sap(bD1lbiZjPTEwMCZkPW1pbiZwPTMyNjMxJnY9Ny40MCZpPTE=)/bc/bsp/sap/hcm_learning/leso.htm?plvar=01&otype=D&objid=22156349&CORE=%2fsap%28bD1lbiZjPTEwMCZkPW1pbiZwPTMyNjMxJnY9Ny40MCZpPTE%3d%29%2fbc%2fbsp%2fsap%2fzhcm_learning%2ftrainingtype.htm&SESSION_TOKEN=9JI7-8j-AFuq_qkSPU9Rzw==
https://www.ez.arkansas.gov/sap(bD1lbiZjPTEwMCZkPW1pbiZwPTMyNjMxJnY9Ny40MCZpPTE=)/bc/bsp/sap/hcm_learning/leso.htm?plvar=01&otype=D&objid=22156353&CORE=%2fsap%28bD1lbiZjPTEwMCZkPW1pbiZwPTMyNjMxJnY9Ny40MCZpPTE%3d%29%2fbc%2fbsp%2fsap%2fzhcm_learning%2ftrainingtype.htm&SESSION_TOKEN=9JI7-8j-AFuq_qkSPU9Rzw==
http://rwdprd.dfa.arkansas.gov/gm/folder-1.11.2528
https://www.ez.arkansas.gov/sap(bD1lbiZjPTEwMCZkPW1pbiZwPTMyNjMxJnY9Ny40MCZpPTE=)/bc/bsp/sap/hcm_learning/leso.htm?plvar=01&otype=D&objid=22159376&CORE=%2fsap%28bD1lbiZjPTEwMCZkPW1pbiZwPTMyNjMxJnY9Ny40MCZpPTE%3d%29%2fbc%2fbsp%2fsap%2fzhcm_learning%2ftrainingtype.htm&SESSION_TOKEN=9JI7-8j-AFuq_qkSPU9Rzw==
http://rwdprd.dfa.arkansas.gov/gm/folder-1.11.14713?originalContext=1.11.14637
https://www.ez.arkansas.gov/sap(bD1lbiZjPTEwMCZkPW1pbiZwPTMyNjMxJnY9Ny40MCZpPTE=)/bc/bsp/sap/hcm_learning/leso.htm?plvar=01&otype=D&objid=22118521&CORE=%2fsap%28bD1lbiZjPTEwMCZkPW1pbiZwPTMyNjMxJnY9Ny40MCZpPTE%3d%29%2fbc%2fbsp%2fsap%2fzhcm_learning%2ftrainingtype.htm&SESSION_TOKEN=9JI7-8j-AFuq_qkSPU9Rzw==
http://rwdprd.dfa.arkansas.gov/gm/folder-1.11.2538?mode=EU
https://www.ez.arkansas.gov/sap(bD1lbiZjPTEwMCZkPW1pbiZwPTMyNjMxJnY9Ny40MCZpPTE=)/bc/bsp/sap/hcm_learning/leso.htm?plvar=01&otype=D&objid=22164173&CORE=%2fsap%28bD1lbiZjPTEwMCZkPW1pbiZwPTMyNjMxJnY9Ny40MCZpPTE%3d%29%2fbc%2fbsp%2fsap%2fzhcm_learning%2ftrainingtype.htm&SESSION_TOKEN=15ZISqLSehE_C2GHHL_VEw==
http://rwdprd.dfa.arkansas.gov/gm/folder-1.11.14176?mode=EU
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OPM Training Center 

Course Catalog Quick Reference 

Course Course Description 
Link to Online 

Course 
Registration 

Link to Online 
Certification 

Link to 
Instructor Led 
Registration 

Link to 
Support 
Material 

Create Purchase 
Order Simplified 

Create Purchase Order 
Simplified course describes 
how to use the simplified 
method to create a purchase 
order with or without a 
reference document. 

Click Here Click Here N/A Click Here 

Create Purchase 
Order Standard 

Create Purchase Order 
Standard course describes 
how to create standard 
purchase orders with or 
without reference to another 
purchasing document. 

Click Here Click Here N/A Click Here 

Dealing with 
Difficult People 

This course will provide 
strategies and tools to help you 

cope with difficult people and 

situations. 

    

Discipline 
Grievance and 

Handling 

This course will teach 
participants about the 
grievance process and how to 
find mutually beneficial 
solutions for employees and 
supervisors. 

N/A N/A Click Here Click Here 

Five 
Dysfunctions of 

a Team 

This course allows teams of all 

types to begin the journey to 

greater productivity and 
cohesion. 

    

Funds 
Management 

Funds Management teaches 
AASIS users how to read 
budget reports, how to park 
budget transfer documents, 
also how and when different 
transactions in AASIS commit 
or use budget. Users also 
learn to create and use budget 
reservations. 

N/A N/A Click Here Click Here 

HRKansas for 
Supervisors 

Topics include classification 
and compensation, leave, 
federal and state employment 
law, performance evaluations, 
and merit pay. 

N/A N/A Click Here N/A 

https://www.ez.arkansas.gov/sap(bD1lbiZjPTEwMCZkPW1pbiZwPTMyNjMxJnY9Ny40MCZpPTE=)/bc/bsp/sap/hcm_learning/leso.htm?plvar=01&otype=D&objid=22157029&CORE=%2fsap%28bD1lbiZjPTEwMCZkPW1pbiZwPTMyNjMxJnY9Ny40MCZpPTE%3d%29%2fbc%2fbsp%2fsap%2fzhcm_learning%2ftrainingtype.htm&SESSION_TOKEN=9JI7-8j-AFuq_qkSPU9Rzw==
https://www.ez.arkansas.gov/sap(bD1lbiZjPTEwMCZkPW1pbiZwPTMyNjMxJnY9Ny40MCZpPTE=)/bc/bsp/sap/hcm_learning/leso.htm?plvar=01&otype=D&objid=22157034&CORE=%2fsap%28bD1lbiZjPTEwMCZkPW1pbiZwPTMyNjMxJnY9Ny40MCZpPTE%3d%29%2fbc%2fbsp%2fsap%2fzhcm_learning%2ftrainingtype.htm&SESSION_TOKEN=9JI7-8j-AFuq_qkSPU9Rzw==
http://rwdprd.dfa.arkansas.gov/gm/folder-1.11.5157?mode=EU
https://www.ez.arkansas.gov/sap(bD1lbiZjPTEwMCZkPW1pbiZwPTMyNjMxJnY9Ny40MCZpPTE=)/bc/bsp/sap/hcm_learning/leso.htm?plvar=01&otype=D&objid=22157026&CORE=%2fsap%28bD1lbiZjPTEwMCZkPW1pbiZwPTMyNjMxJnY9Ny40MCZpPTE%3d%29%2fbc%2fbsp%2fsap%2fzhcm_learning%2ftrainingtype.htm&SESSION_TOKEN=9JI7-8j-AFuq_qkSPU9Rzw==
https://www.ez.arkansas.gov/sap(bD1lbiZjPTEwMCZkPW1pbiZwPTMyNjMxJnY9Ny40MCZpPTE=)/bc/bsp/sap/hcm_learning/leso.htm?plvar=01&otype=D&objid=22157031&CORE=%2fsap%28bD1lbiZjPTEwMCZkPW1pbiZwPTMyNjMxJnY9Ny40MCZpPTE%3d%29%2fbc%2fbsp%2fsap%2fzhcm_learning%2ftrainingtype.htm&SESSION_TOKEN=9JI7-8j-AFuq_qkSPU9Rzw==
http://rwdprd.dfa.arkansas.gov/gm/folder-1.11.5157?mode=EU
https://www.ez.arkansas.gov/sap(bD1lbiZjPTEwMCZkPW1pbiZwPTMyNjMxJnY9Ny40MCZpPTE=)/bc/bsp/sap/hcm_learning/leso.htm?plvar=01&otype=D&objid=22161852&CORE=%2fsap%28bD1lbiZjPTEwMCZkPW1pbiZwPTMyNjMxJnY9Ny40MCZpPTE%3d%29%2fbc%2fbsp%2fsap%2fzhcm_learning%2ftrainingtype.htm&SESSION_TOKEN=9JI7-8j-AFuq_qkSPU9Rzw==
http://rwdprd.dfa.arkansas.gov/gm/folder-1.11.14645?mode=EU&originalContext=1.11.14637
https://www.ez.arkansas.gov/sap(bD1lbiZjPTEwMCZkPW1pbiZwPTMyNjMxJnY9Ny40MCZpPTE=)/bc/bsp/sap/hcm_learning/leso.htm?plvar=01&otype=D&objid=22136852&CORE=%2fsap%28bD1lbiZjPTEwMCZkPW1pbiZwPTMyNjMxJnY9Ny40MCZpPTE%3d%29%2fbc%2fbsp%2fsap%2fzhcm_learning%2ftrainingtype.htm&SESSION_TOKEN=9JI7-8j-AFuq_qkSPU9Rzw==
http://rwdprd.dfa.arkansas.gov/gm/folder-1.11.2531?mode=EU
https://www.ez.arkansas.gov/sap(bD1lbiZjPTEwMCZkPW1pbiZwPTMyNjMxJnY9Ny40MCZpPTE=)/bc/bsp/sap/hcm_learning/leso.htm?plvar=01&otype=D&objid=22159298&CORE=%2fsap%28bD1lbiZjPTEwMCZkPW1pbiZwPTMyNjMxJnY9Ny40MCZpPTE%3d%29%2fbc%2fbsp%2fsap%2fzhcm_learning%2ftrainingtype.htm&SESSION_TOKEN=9JI7-8j-AFuq_qkSPU9Rzw==
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OPM Training Center 

Course Catalog Quick Reference 

Course Course Description 
Link to Online 

Course 
Registration 

Link to Online 
Certification 

Link to 
Instructor Led 
Registration 

Link to 
Support 
Material 

Interpersonal 
Communication 

Interpersonal Communication 
covers the different ways in 
which we communicate, 
barriers to communication, the 
importance of perception, and 
techniques for clear and 
effective communication. 

N/A N/A Click Here Click Here 

Outline 
Agreement 

Three types of agency-created 
outline agreements, change 
order text, display, various 
methods of output to vendor, 
approval and release using 
workflow, as well as identifying 
released purchase orders 
against outline agreements. 

Click Here Click Here N/A Click Here 

Mixing 4 
Generations in 
the Workplace 

The course is designed to give 
participants a generational 
insight on the 4 generations 
currently working together in 
the workplace. Develop an 
understanding of what makes 
each generation tick. By 
increasing their understanding 
of one another, the different 
generations will work better 
together as a team, resolve 
conflict and be more 
productive. 

    

Personnel 
Administration 

Personnel Administration will 
assist in performing hire, 
rehire, and rehire retiree 
actions. It will also assist in 
maintaining updates and 
changes with employee 
master data records. 

N/A N/A Click Here Click Here 

Presenting 
Testimony 

This course will prepare 

participants to testify in formal 
proceedings. 

    

https://www.ez.arkansas.gov/sap(bD1lbiZjPTEwMCZkPW1pbiZwPTMyNjMxJnY9Ny40MCZpPTE=)/bc/bsp/sap/hcm_learning/leso.htm?plvar=01&otype=D&objid=21550038&CORE=%2fsap%28bD1lbiZjPTEwMCZkPW1pbiZwPTMyNjMxJnY9Ny40MCZpPTE%3d%29%2fbc%2fbsp%2fsap%2fzhcm_learning%2ftrainingtype.htm&SESSION_TOKEN=9JI7-8j-AFuq_qkSPU9Rzw==
http://rwdprd.dfa.arkansas.gov/gm/folder-1.11.14641?mode=EU&originalContext=1.11.14637
https://www.ez.arkansas.gov/sap(bD1lbiZjPTEwMCZkPW1pbiZwPTMyNjMxJnY9Ny40MCZpPTE=)/bc/bsp/sap/hcm_learning/leso.htm?plvar=01&otype=D&objid=22156780&CORE=%2fsap%28bD1lbiZjPTEwMCZkPW1pbiZwPTMyNjMxJnY9Ny40MCZpPTE%3d%29%2fbc%2fbsp%2fsap%2fzhcm_learning%2ftrainingtype.htm&SESSION_TOKEN=9JI7-8j-AFuq_qkSPU9Rzw==
https://www.ez.arkansas.gov/sap(bD1lbiZjPTEwMCZkPW1pbiZwPTMyNjMxJnY9Ny40MCZpPTE=)/bc/bsp/sap/hcm_learning/leso.htm?plvar=01&otype=D&objid=22156781&CORE=%2fsap%28bD1lbiZjPTEwMCZkPW1pbiZwPTMyNjMxJnY9Ny40MCZpPTE%3d%29%2fbc%2fbsp%2fsap%2fzhcm_learning%2ftrainingtype.htm&SESSION_TOKEN=9JI7-8j-AFuq_qkSPU9Rzw==
http://rwdprd.dfa.arkansas.gov/gm/folder-1.11.7510?mode=EU
https://www.ez.arkansas.gov/sap(bD1lbiZjPTEwMCZkPW1pbiZwPTMyNjMxJnY9Ny40MCZpPTE=)/bc/bsp/sap/hcm_learning/leso.htm?plvar=01&otype=D&objid=21550092&CORE=%2fsap%28bD1lbiZjPTEwMCZkPW1pbiZwPTMyNjMxJnY9Ny40MCZpPTE%3d%29%2fbc%2fbsp%2fsap%2fzhcm_learning%2ftrainingtype.htm&SESSION_TOKEN=9JI7-8j-AFuq_qkSPU9Rzw==
http://rwdprd.dfa.arkansas.gov/gm/folder-1.11.2400?mode=EU
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OPM Training Center 

Course Catalog Quick Reference 

Course Course Description 
Link to Online 

Course 
Registration 

Link to Online 
Certification 

Link to 
Instructor Led 
Registration 

Link to 
Support 
Material 

Purchase Card 
eLearning 

The purpose of this course is 
to review the key 
responsibilities and benefits of 
purchasing cards (P-Cards). 
This course contains the 
standard policies and 
procedures every P-Card 
holder must follow. This 
course is a required 
prerequisite before a P-Card 
can be issued to an individual. 

Click Here 
Attached to 

Course 
N/A Click Here 

Purchase Order 
Overview 

The Purchase Order Process 
Overview course describes the 
procurement process. 

Click Here Click Here N/A Click Here 

Reconciliation 
and Reporting 

Purchase Order Reconciliation 
and Reporting course 
describes how to run and 
interpret procurement reports. 

Click Here Click Here N/A Click Here 

Revise and 
Customize 

Purchase Order Revise and 
Customize course describes 
making changes to purchase 
orders, inserting standard text 
and attachments, explaining 
output methods, and 
completing the approval 
process with and without 
workflow. 

Click Here Click Here N/A Click Here 

Purchase 
Requisitioner 

This course is intended for 
state employees that are 
responsible for creating 
purchase requisitions in 
AASIS. In this course, you will 
learn the critical procedures to 
follow that impact the 
procurement process. You’ll 
also learn how to monitor and 
troubleshoot any issues that 
arise during the procurement 
process. 

Click Here 
Attached to 

Course 
Click Here Click Here 

Purchase 
Requisitions 

eLearning 

In this course, you will learn 
the critical procedures you 
need to follow when creating a 
purchase requisition. 

Click Here 
Attached to 

Course 
N/A Click Here 

https://www.ez.arkansas.gov/sap(bD1lbiZjPTEwMCZkPW1pbiZwPTMyNjMxJnY9Ny40MCZpPTE=)/bc/bsp/sap/hcm_learning/leso.htm?plvar=01&otype=D&objid=22161948&CORE=%2fsap%28bD1lbiZjPTEwMCZkPW1pbiZwPTMyNjMxJnY9Ny40MCZpPTE%3d%29%2fbc%2fbsp%2fsap%2fzhcm_learning%2ftrainingtype.htm&SESSION_TOKEN=9JI7-8j-AFuq_qkSPU9Rzw==
http://rwdprd.dfa.arkansas.gov/gm/folder-1.11.13917?mode=EU
https://www.ez.arkansas.gov/sap(bD1lbiZjPTEwMCZkPW1pbiZwPTMyNjMxJnY9Ny40MCZpPTE=)/bc/bsp/sap/hcm_learning/leso.htm?plvar=01&otype=D&objid=22157025&CORE=%2fsap%28bD1lbiZjPTEwMCZkPW1pbiZwPTMyNjMxJnY9Ny40MCZpPTE%3d%29%2fbc%2fbsp%2fsap%2fzhcm_learning%2ftrainingtype.htm&SESSION_TOKEN=9JI7-8j-AFuq_qkSPU9Rzw==
https://www.ez.arkansas.gov/sap(bD1lbiZjPTEwMCZkPW1pbiZwPTMyNjMxJnY9Ny40MCZpPTE=)/bc/bsp/sap/hcm_learning/leso.htm?plvar=01&otype=D&objid=22157030&CORE=%2fsap%28bD1lbiZjPTEwMCZkPW1pbiZwPTMyNjMxJnY9Ny40MCZpPTE%3d%29%2fbc%2fbsp%2fsap%2fzhcm_learning%2ftrainingtype.htm&SESSION_TOKEN=9JI7-8j-AFuq_qkSPU9Rzw==
http://rwdprd.dfa.arkansas.gov/gm/folder-1.11.5157?mode=EU
https://www.ez.arkansas.gov/sap(bD1lbiZjPTEwMCZkPW1pbiZwPTMyNjMxJnY9Ny40MCZpPTE=)/bc/bsp/sap/hcm_learning/leso.htm?plvar=01&otype=D&objid=22157028&CORE=%2fsap%28bD1lbiZjPTEwMCZkPW1pbiZwPTMyNjMxJnY9Ny40MCZpPTE%3d%29%2fbc%2fbsp%2fsap%2fzhcm_learning%2ftrainingtype.htm&SESSION_TOKEN=9JI7-8j-AFuq_qkSPU9Rzw==
https://www.ez.arkansas.gov/sap(bD1lbiZjPTEwMCZkPW1pbiZwPTMyNjMxJnY9Ny40MCZpPTE=)/bc/bsp/sap/hcm_learning/leso.htm?plvar=01&otype=D&objid=22157033&CORE=%2fsap%28bD1lbiZjPTEwMCZkPW1pbiZwPTMyNjMxJnY9Ny40MCZpPTE%3d%29%2fbc%2fbsp%2fsap%2fzhcm_learning%2ftrainingtype.htm&SESSION_TOKEN=9JI7-8j-AFuq_qkSPU9Rzw==
http://rwdprd.dfa.arkansas.gov/gm/folder-1.11.5157?mode=EU
https://www.ez.arkansas.gov/sap(bD1lbiZjPTEwMCZkPW1pbiZwPTMyNjMxJnY9Ny40MCZpPTE=)/bc/bsp/sap/hcm_learning/leso.htm?plvar=01&otype=D&objid=22157027&CORE=%2fsap%28bD1lbiZjPTEwMCZkPW1pbiZwPTMyNjMxJnY9Ny40MCZpPTE%3d%29%2fbc%2fbsp%2fsap%2fzhcm_learning%2ftrainingtype.htm&SESSION_TOKEN=9JI7-8j-AFuq_qkSPU9Rzw==
https://www.ez.arkansas.gov/sap(bD1lbiZjPTEwMCZkPW1pbiZwPTMyNjMxJnY9Ny40MCZpPTE=)/bc/bsp/sap/hcm_learning/leso.htm?plvar=01&otype=D&objid=22157032&CORE=%2fsap%28bD1lbiZjPTEwMCZkPW1pbiZwPTMyNjMxJnY9Ny40MCZpPTE%3d%29%2fbc%2fbsp%2fsap%2fzhcm_learning%2ftrainingtype.htm&SESSION_TOKEN=9JI7-8j-AFuq_qkSPU9Rzw==
http://rwdprd.dfa.arkansas.gov/gm/folder-1.11.5157?mode=EU
https://www.ez.arkansas.gov/sap(bD1lbiZjPTEwMCZkPW1pbiZwPTMyNjMxJnY9Ny40MCZpPTE=)/bc/bsp/sap/hcm_learning/leso.htm?plvar=01&otype=D&objid=22161870&CORE=%2fsap%28bD1lbiZjPTEwMCZkPW1pbiZwPTMyNjMxJnY9Ny40MCZpPTE%3d%29%2fbc%2fbsp%2fsap%2fzhcm_learning%2ftrainingtype.htm&SESSION_TOKEN=9JI7-8j-AFuq_qkSPU9Rzw==
https://www.ez.arkansas.gov/sap(bD1lbiZjPTEwMCZkPW1pbiZwPTMyNjMxJnY9Ny40MCZpPTE=)/bc/bsp/sap/hcm_learning/leso.htm?plvar=01&otype=D&objid=22163426&CORE=%2fsap%28bD1lbiZjPTEwMCZkPW1pbiZwPTMyNjMxJnY9Ny40MCZpPTE%3d%29%2fbc%2fbsp%2fsap%2fzhcm_learning%2ftrainingtype.htm&SESSION_TOKEN=nC_HVLCm4M1gfbkT7uG35A==
http://rwdprd.dfa.arkansas.gov/gm/folder-1.11.2828
https://www.ez.arkansas.gov/sap(bD1lbiZjPTEwMCZkPW1pbiZwPTMyNjMxJnY9Ny40MCZpPTE=)/bc/bsp/sap/hcm_learning/leso.htm?plvar=01&otype=D&objid=22161870&CORE=%2fsap%28bD1lbiZjPTEwMCZkPW1pbiZwPTMyNjMxJnY9Ny40MCZpPTE%3d%29%2fbc%2fbsp%2fsap%2fzhcm_learning%2ftrainingtype.htm&SESSION_TOKEN=9JI7-8j-AFuq_qkSPU9Rzw==
http://rwdprd.dfa.arkansas.gov/gm/folder-1.11.2828?mode=EU
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Structured 
Interviewing 

This course improves 
participants’ interviewing 

methods and skills and focuses 
on practical application. 

    

Time Approval 
Time Approval explains the 
basic processes for time 
approval. 

Click Here 

Attached to 
Course 

N/A Click Here 

Time Approval 
Reports 

Time Approval Reports 
explains the basic reports that 
are available for use with time 
approval processes. 

Click Here Click Here N/A Click Here 

Time Recording 
Advanced 

Time Recording Advanced 
explains the processes for 
more advanced time entry 

Click Here Click Here N/A Click Here 

Time Recording 
Basics 

The Time Recording Basics 
course defines terms and 
concepts and explains the 
basic processes for time entry 

Click Here Click Here Click Here Click Here 

Time Recording 
Reports 

Time Recording Reports 
explains the basic reports that 
are available for use with time 
recording processes. 

Click Here Click Here N/A Click Here 

Travel Card 
eLearning 

Review of key responsibilities 
of travel card holders. 

Click Here 
Attached to 

Course 
N/A Click Here 

  

https://www.ez.arkansas.gov/sap(bD1lbiZjPTEwMCZkPW1pbiZwPTMyNjMxJnY9Ny40MCZpPTE=)/bc/bsp/sap/hcm_learning/leso.htm?plvar=01&otype=D&objid=22156428&CORE=%2fsap%28bD1lbiZjPTEwMCZkPW1pbiZwPTMyNjMxJnY9Ny40MCZpPTE%3d%29%2fbc%2fbsp%2fsap%2fzhcm_learning%2ftrainingtype.htm&SESSION_TOKEN=15ZISqLSehE_C2GHHL_VEw==
http://rwdprd.dfa.arkansas.gov/gm/folder-1.11.2543?mode=EU
https://www.ez.arkansas.gov/sap(bD1lbiZjPTEwMCZkPW1pbiZwPTMyNjMxJnY9Ny40MCZpPTE=)/bc/bsp/sap/hcm_learning/leso.htm?plvar=01&otype=D&objid=22156429&CORE=%2fsap%28bD1lbiZjPTEwMCZkPW1pbiZwPTMyNjMxJnY9Ny40MCZpPTE%3d%29%2fbc%2fbsp%2fsap%2fzhcm_learning%2ftrainingtype.htm&SESSION_TOKEN=9JI7-8j-AFuq_qkSPU9Rzw==
https://www.ez.arkansas.gov/sap(bD1lbiZjPTEwMCZkPW1pbiZwPTMyNjMxJnY9Ny40MCZpPTE=)/bc/bsp/sap/hcm_learning/leso.htm?plvar=01&otype=D&objid=22156432&CORE=%2fsap%28bD1lbiZjPTEwMCZkPW1pbiZwPTMyNjMxJnY9Ny40MCZpPTE%3d%29%2fbc%2fbsp%2fsap%2fzhcm_learning%2ftrainingtype.htm&SESSION_TOKEN=9JI7-8j-AFuq_qkSPU9Rzw==
http://rwdprd.dfa.arkansas.gov/gm/folder-1.11.2543?mode=EU
https://www.ez.arkansas.gov/sap(bD1lbiZjPTEwMCZkPW1pbiZwPTMyNjMxJnY9Ny40MCZpPTE=)/bc/bsp/sap/hcm_learning/leso.htm?plvar=01&otype=D&objid=22156424&CORE=%2fsap%28bD1lbiZjPTEwMCZkPW1pbiZwPTMyNjMxJnY9Ny40MCZpPTE%3d%29%2fbc%2fbsp%2fsap%2fzhcm_learning%2ftrainingtype.htm&SESSION_TOKEN=9JI7-8j-AFuq_qkSPU9Rzw==
https://www.ez.arkansas.gov/sap(bD1lbiZjPTEwMCZkPW1pbiZwPTMyNjMxJnY9Ny40MCZpPTE=)/bc/bsp/sap/hcm_learning/leso.htm?plvar=01&otype=D&objid=22156430&CORE=%2fsap%28bD1lbiZjPTEwMCZkPW1pbiZwPTMyNjMxJnY9Ny40MCZpPTE%3d%29%2fbc%2fbsp%2fsap%2fzhcm_learning%2ftrainingtype.htm&SESSION_TOKEN=9JI7-8j-AFuq_qkSPU9Rzw==
http://rwdprd.dfa.arkansas.gov/gm/folder-1.11.2543?mode=EU
https://www.ez.arkansas.gov/sap(bD1lbiZjPTEwMCZkPW1pbiZwPTMyNjMxJnY9Ny40MCZpPTE=)/bc/bsp/sap/hcm_learning/leso.htm?plvar=01&otype=D&objid=22155878&CORE=%2fsap%28bD1lbiZjPTEwMCZkPW1pbiZwPTMyNjMxJnY9Ny40MCZpPTE%3d%29%2fbc%2fbsp%2fsap%2fzhcm_learning%2ftrainingtype.htm&SESSION_TOKEN=9JI7-8j-AFuq_qkSPU9Rzw==
https://www.ez.arkansas.gov/sap(bD1lbiZjPTEwMCZkPW1pbiZwPTMyNjMxJnY9Ny40MCZpPTE=)/bc/bsp/sap/hcm_learning/leso.htm?plvar=01&otype=D&objid=22156423&CORE=%2fsap%28bD1lbiZjPTEwMCZkPW1pbiZwPTMyNjMxJnY9Ny40MCZpPTE%3d%29%2fbc%2fbsp%2fsap%2fzhcm_learning%2ftrainingtype.htm&SESSION_TOKEN=9JI7-8j-AFuq_qkSPU9Rzw==
https://www.ez.arkansas.gov/sap(bD1lbiZjPTEwMCZkPW1pbiZwPTMyNjMxJnY9Ny40MCZpPTE=)/bc/bsp/sap/hcm_learning/leso.htm?plvar=01&otype=D&objid=22163102&CORE=%2fsap%28bD1lbiZjPTEwMCZkPW1pbiZwPTMyNjMxJnY9Ny40MCZpPTE%3d%29%2fbc%2fbsp%2fsap%2fzhcm_learning%2ftrainingtype.htm&SESSION_TOKEN=fDI_ZkGld3JDXxvdVKtSLA==
http://rwdprd.dfa.arkansas.gov/gm/folder-1.11.2543?mode=EU
https://www.ez.arkansas.gov/sap(bD1lbiZjPTEwMCZkPW1pbiZwPTMyNjMxJnY9Ny40MCZpPTE=)/bc/bsp/sap/hcm_learning/leso.htm?plvar=01&otype=D&objid=22156427&CORE=%2fsap%28bD1lbiZjPTEwMCZkPW1pbiZwPTMyNjMxJnY9Ny40MCZpPTE%3d%29%2fbc%2fbsp%2fsap%2fzhcm_learning%2ftrainingtype.htm&SESSION_TOKEN=9JI7-8j-AFuq_qkSPU9Rzw==
https://www.ez.arkansas.gov/sap(bD1lbiZjPTEwMCZkPW1pbiZwPTMyNjMxJnY9Ny40MCZpPTE=)/bc/bsp/sap/hcm_learning/leso.htm?plvar=01&otype=D&objid=22156431&CORE=%2fsap%28bD1lbiZjPTEwMCZkPW1pbiZwPTMyNjMxJnY9Ny40MCZpPTE%3d%29%2fbc%2fbsp%2fsap%2fzhcm_learning%2ftrainingtype.htm&SESSION_TOKEN=9JI7-8j-AFuq_qkSPU9Rzw==
http://rwdprd.dfa.arkansas.gov/gm/folder-1.11.2543?mode=EU
https://www.ez.arkansas.gov/sap(bD1lbiZjPTEwMCZkPW1pbiZwPTMyNjMxJnY9Ny40MCZpPTE=)/bc/bsp/sap/hcm_learning/leso.htm?plvar=01&otype=D&objid=22162998&CORE=%2fsap%28bD1lbiZjPTEwMCZkPW1pbiZwPTMyNjMxJnY9Ny40MCZpPTE%3d%29%2fbc%2fbsp%2fsap%2fzhcm_learning%2ftrainingtype.htm&SESSION_TOKEN=9JI7-8j-AFuq_qkSPU9Rzw==
http://rwdprd.dfa.arkansas.gov/gm/folder-1.11.14625?mode=EU

